IC Gradebook – Setting Up for All Classes

Setting Up the Group
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Make certain to click on Term Q3 School 252 3rd Quarter (or whatever it might say) and make certain the curve is assigned.
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The next thing you need to do is setup a folder for each class.  This folder will hold all your assignments for this quarter only.  Use the SECTION pull-down just above this screen to select the correct class.

· Click on LESSON PLANNER in the INDEX

· Click on NEW GROUP on the LESSON PLANNER screen

· Select a name for the Group-best choices would be POINTS, ALL POINTS, ASSIGNMENT FOLDER

· Don’t change WEIGHT unless you are weighting grades

· SEQUENCE refers to making multiple GROUP folders and the sequence as they appear on the screen

· HIDE FROM VIEW IN PORTAL would hide all in the parent portal view

· EXCLUDE THIS GROUP FROM CALCULATION – obviously does not count in total grade calculation

· DROP LOWEST SCORE means the lowest score in this folder would be dropped from total grad calculation

· Select the appropriate CURVE (grading scale) – not selecting will not translate points to letter grades

· Select the correct TERM/TASK COMBINATION

· Click SAVE

Creating Assignments
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The second step is to create assignments for the GROUP folder you created.  

· NAME this assignment in detail.

· ABBREVIATION is how this assignment will appear in your grade book (use a combo of letters or numbers only)

· Select the correct GROUP folder this assignment is assigned to

· Leave TEST STRAND blank

· Assign TOTAL POINTS for this assignment

· Select the appropriate CURVE (grading scale) – not selecting will not translate points to letter grades

· Assign a DUE DATE – maybe the last day of the quarter would be a logical choice

· ASSIGNED DATE would give you and parents a reference starting point

· Click to make ACTIVE

· Clicking HIDE PORTAL would hide this assignment from the parent portal

· MULTIPLIER set to a higher number, for example 2, would make this assignment worth 200 points instead of 100

· SEQUENCE would not have to be set, unless you need assignments to appear in your grade book in a different sequence from when you entered the assignment

· Scroll down to add a DESCRIPTION, OBJECTIVES, or REFERENCES – this is not necessary, unless you want this as a reminder for yourself.  This information will, however, appear on the parent portal.

· When finished, click SAVE

Copying the Group Folder and Assignments to Other Sections

Copy Groups to Other Classes

To copy your GROUP folder to other classes you are assigned to, click on LESSON PLANNER in the INDEX.

The following screen appears. 
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Click on LESSON PLAN COPIER to copy your GROUP folder to other classes you have been assigned to.
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Copy Assignments to Groups

Click on LESSON PLANNER in the INDEX, then click on your GROUP folder.  This is the screen that appears

in your work area.  Click on COPY GROUP!  Use this to copy individual assignments to other CLASSES you have.
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Make your choices from the following screen: 
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